{(c DEPARTMENT OF HEALTH & HUMAN SERVI CES Public Health Service

APR 29 1994 [ndian Health Service
Rockville ND 20857

SGM 94-2
OAM DWP

TO Al Headquarters East Enpl oyees
FROM Acting Drector of Headquarters Qperations

SUBJECT:  Instructions for Review, Approval and Routing of Formns
for Printing and Visual Services, Training Nom nation
and Authorization, and Request for Personnel Action

In addition to those obligating documents referenced in Special
CGeneral Memorandum (SGVW) 94-1, dated March 9, 1994, you are
hereby advised that it is also no |longer a general requirenent
that the follow ng obligating docunents be routed to the Director
of Headquarters QOperations for review and approval:.

Form HHS 26, "Printing and Visual Services" requisitions
Form HHS-350, "Training Nomination and Authorization"
Form SF-52, "Request for Personnel Action"

The Headquarters East Associate Directors have the authority to
apP_rove rinting services and training and to authorize personnel
actions ftor enployees within their organizations unless one or
more of the exceptions listed in Colunmm B of the attached matrix

exi st.

| f you have questions regarding this SGV please contact the
Di vi'sion of nagement Policy on 443-2546.

Luana L. Reyes§

Att achment



At t achment

SGM 94- 2
Revi ew, A roval, and Rout n Forms_for Pri t|n and Vrsual Servi ces,
TrFq| ni né; natlon ang Aut o ation, (ﬂgest ersonnel Action,
urchase/ Service/ Stock Requisitions, and Travel ers
FORM EXCEPTIONS TO ROUTING FO ROUTING
NUMBER DI RECTOR OF FEADQUARTERS CPERATT ORG | NSTROCTI ONS
REVI EW AND APPROVAL
(a) ' () . (€)
HHS-26 No exception6 Associate Director
Printing Division of
& Visual Resources
Services Management
Division of
Admnistrative
Services
HHS=-350 . vﬁn% T?{n}Tralnlng *Division Director
Training - e e DHO is the imediate Associate Director
'Nomination supervi sor of the individual being Division of
& Author- nom nated for training Resources
ization ) Management
. Chief, Career
Note: The approving official signature | Development and
must appear in field #29 of the HHS~350 Training Branch,
OHR
8F~-52 e Clearance of action on an SES level Associate Director
Request employee Division of
for ¢ When the DHO must sign the regquest in Resources
Personnel field #6 as the second line supervisor Management
Action of the affected employee Equal Employment
¢ When the DHO must sign as the Opportunity and
Clearance or authorizing official for Civil Rights
employees in the immediate Office of
the Director Chlef FHS East
. Per sonne
Operations
Branch, OHR
HHS~393 ¢ When the common accounting number Division Director
Purchase/ (CAN) used on the form is $42000 ~- Asgociate Director
Service/ 942005, or 942600 : bivision of
Stock e When the dollar amount for purchase Resources
Requisi- of services or supplies ig equal to ManagtY?nt
tion or greater than $25,000 per requisi- Chief, "UTICE
tion Services Section
OAM
HHS=-1 e When the travel is being charged to Division Director
Travel the Office of the Direct06 (CANg Agssociate Director
Order 942000 - 9420?5 94260 Division of
.« Wen the travel_order I (Prepared for Resources
an Associate Director (domestic and Management
i nternational travel)

for enplo |T the.
D\Tlégornbﬁrt%m r380[7‘?1)(213aBFe)re%V%pza(rna PI del erg)ateyc?eb r Associ at e
CAM DWVP: 4/ 25/ 94



